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Preparation ox Briefing Books 


for 


the Director and De puty Directo 


.1. As a 
book on items 
as minutes of 
correspondence 


general rule, i-ie should n ot report in the brief in^ 
which will be presented to them separately, such 
the Morning Meeting, intelligence publications 
, cables, etc. y 


^ - ^b' e s hould include a brief, concise, up-to-the-minute 
statement. about significant things that have happened durd.no thei 
aosence about which they should be made aware as promptly as 
possible. Normally, if we refer to correspondence, it should be 
summarized rather than enclosed. There may, of course, be 
exceptions. Some events may not lend thernseli’es to adequate 
coverage an 'the briefing book. In this case, it might be 
aesirable.to_ include enough to alert them and follow up with a 
j-uiier briefing at. their earliest convenience or submit, a 
-s-allOi. memorandum. Trivia or routine things about which they : 
have no need to learn promptly, if at all, should not be 
included. • - 


. , '?*' ” ’^• s to format, the briefing book will include exactly 

wnat xs.^ served up. In order that the total package may have some 
uniformity, material should be prepared on 8 x 10-’ -/?. paper 
suitable for insertion in a three-ring looseleaf notebook.. 
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